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After logging in, the PBAS Menu is displayed.  To Access the Reports, 
select Reports from the menu and then choose HR Report Selection
for the Position Extract Report or Biennial Report Selection for the 
Biennial Budget reports.

Selecting a Report
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Click on the arrow next to the Report ID box and click the report you 
wish to view.  The selection screen will then appear for that report.

Selecting a Report
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Selection screens generally 
require a Business Area, 
Version, and Fiscal Year 
Selection.  Other selection 
options such as Fund, Funds 
Center or Cost Center may be 
available.  Multiple range 
selections are optional in some 
reports.

Note:  Multiple versions may be 
selected in the Position Extract 
Report.  Other reports require 
that you select only one version.
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In addition to the windows scroll bars that allow you to display other 
parts of the reports, there is an icon selection menu at the top of the 
report display.

Working With the Reports

ARKANSAS PLANNING BUDGETING AND A
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ARKANSAS PLANNING BUDGETING AND ADMI

The arrow icons take you to the first 
page, the previous page, the next page, 

or the last page.
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ARKANSAS PLANNING BUDGETING AND ADMIN

The  Go to page icon displays a page 
that you have specified by number.
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The print icon displays a pop up box to 
specify a printer, range, and number of 

copies.  Click OK to print the report. ADMINISTR
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The export icon displays a pop up box to 
save the report to a file. 

Name the file

ADMINISTR

Select a file type 
from the drop-

down list.

Specify file location
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When the tree is on, you can navigate through 
the report by selecting items from the tree.  

Clicking on an item will take you to the page 
where it’s displayed in the report.

ADMINISTR

The Toggle Group Tree icon turns the 
selection tree on and off.
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Make a selection from the drop down to 
control the size in the display.

ADMINISTR

The Zoom icon controls the size of the 
type on the displayed report.
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Type the desired text in the 
pop-up box and click OK.

If the system finds the searched item, it 
is displayed with a red outline.

ADMINISTR

The search icon allows you to search for 
text in the report.
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Click on the arrow next to the Report ID box.  Click on POSESRPT –
Position Extract Report.  

Position Extract Report
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After logging in, the PBAS Menu is displayed.  To Access the HR 
Report, select Reports > HRRPTSLN – HR Report Selection from the 
menu.
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Click on the arrow next to the Report ID box.  Click on POSESRPT –
Position Extract Report.  

Position Extract Report
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Enter Business Area, 
select Version(s), 
(multiple versions may be 
selected) and Fiscal Year.  
In addition, Cost Center 
and Fund may be 
entered.  From the 
position drop down, select 
the type of position to be 
displayed, or select all 
positions.  Click Generate 
Report.
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Positions, Version, Designation, Job, Authorized Pay Grade, Clip flag, 
Pool/MFG/Supp, and Used Class Code are displayed.  Scroll over to 
view more information.

ARKANSAS PLANNING BUDGETING
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Used Pay Grade, Current Salary, Total Dollar Change for both years 
of the biennium, Percent Change for both years of the biennium and 
projected salaries for both years of the biennium are displayed.

ADMINISTRATIVE SYSTEM

FY08 FY08FY09 Ffy08 SalaryFY09 Salary FY08 FY09
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To Access the Biennial Budget Reports, select Reports > BIRPTSLN
– Biennial Report Selection from the menu.
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Click on the arrow next to the Report ID box.  Scroll down to see more 
reports.  Click on POSLOCRP—Position Location Report.

Position Location Report



21

AASIS Support Center
April 2006

4-21

An AASIS Training Guide PBAS Reporting 06

Enter Business Area, 
select Version (only one 
version may be selected) 
and Fiscal Year.  In 
addition, Cost Center, 
Funds Center and Fund 
may be entered.  Click 
Generate Report.
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The report is sorted by position number.  The report displays Position, 
Type, Used Job, Designation, Funds Center, Cost Center, Authorized 
Job, Pay Grade and Recommendations.  Scroll over to see more 
columns.

ARKANSAS PLANNING BUDGETING AND ADMINISTRATIVE SYSTEM
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Both Executive and Legislative Recommendations are displayed.  
Also shown are Months budgeted and number of positions for both 
years of the biennium.

NSAS PLANNING BUDGETING AND ADMINISTRATIVE SYSTEM
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Click on the arrow next to the Report ID box.  Click on PRSRVCCW—
Personal Service Detail—CC/ Personal Service Detail—WBS.

Personal Service Detail—
Cost Centers
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Enter Business Area, 
select Version and Fiscal 
Year.  In addition, Cost 
Center, WBS Element, 
Funds Center and Fund 
may be entered.  Click 
Generate Report.
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The report, grouped by Fund Center and Fund, displays Position, 
Type, Used Job, Designation, CLIP Flag, Cost Center or WBS 
Element and Authorized Job.  Scroll over to view more columns.

1234567

LAN
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Pay Grade, Months Budgeted for each year of the biennium, Current 
Salary, 2005-06 Actual, 2006-07 Budget, Base Level, Agency 
Request Number of Positions and Change Level for each year of the 
biennium.  Scroll over to view more columns.

ARKANSAS PLANNING BUDGETING
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The Agency Request and Executive and Legislative 
Recommendations will be displayed in these columns when 
available.

GETING AND ADMINISTRATIVE SYSTEM

2007-08 2008-09
2007-082007-08 2008-09 2008-09
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Click on the arrow next to the Report ID box.  Click on APPSUMEX—
Appropriation Summary—EX.  

Appropriation Summary-EX
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Enter Business Area, 
select Version and Fiscal 
Year.  In addition, Cost 
Center, WBS Element, 
Funds Center and Fund 
may be entered.  Click 
Generate Report.
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The report, sorted by funds center, displays the historical budget and 
agency requests and recommendations for both years of the 
biennium.

ARKANSAS PLANNING BUDGETING AND ADMINISTRATIVE SYSTEM

2005-2006 2006-2007 2007-20062006-2007 2009-2009
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Click on the arrow next to the Report ID box.  Click on CSTCTRSY—
Cost Center Summary.  

Cost Center Summary
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Enter Business Area, 
select Version and Fiscal 
Year.  In addition, Cost 
Center, WBS Element, 
Funds Center and Fund 
may be entered.  Click 
Generate Report.
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The report is grouped by funds center and sorted by cost center.
displays the agency requests and recommendations for each cost 
center by commitment item.

ARKANSAS PLANNING BUDGETIN

2005-06 2006-07 2007
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Scroll over to view the rest of the columns.  Scroll down to view more 
cost centers.

ADMINISTRATIVE SYSTEM

2007-08 2008-09
2008-09

2007-08
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Commitment Item Detail Report
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Enter Business Area, Version 1, Fiscal Year 2008.  Make a Fund and 
Funds Center selection if desired.  Click Generate Report.
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2007-2008 2008-20092005-2006 2006-2007
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Department Appropriation Summary 
Report



40

AASIS Support Center
April 2006

4-40

An AASIS Training Guide PBAS Reporting 06



41

AASIS Support Center
April 2006

4-41

An AASIS Training Guide PBAS Reporting 06

2005-2006 2006-2007

2007-2008 2008-2009 2007-2008 2008-2009


